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Reading Guide 

This manual is intended for existing, new and potential users of F2 Participant 
types. The manual contains a short introduction and a general description of the 
functionality and configuration of F2 Participant types. 

Commands (i.e. the buttons on which to click) are displayed in bold. Any reference 

to a field or a list is in “quotation marks”. 

Any references to other documentation in which further information on a specific 
functionality may be found are written in italics. 

The manual features a number of screenshots to help find the described functions. 

Screenshots with lines and associated text show where to click in F2 whereas 
screenshots with blue squares point to areas with several functionalities. 

We hope you enjoy using F2. 
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Introduction to F2 Participant types 

F2 Participant types is an add-on module used to assign participant types to 
external participants, users, and units in F2. 

Participant types are especially used with the add-on modules F2 Merge module and 
F2 Task guide in which participant types are used to automatically generate, for 
example, emails and documents, thereby merging the correct data within an 
automatically generated document. 

Each record and case has an option for assigning a participant type to its external 
participants. As a result, the same participant can appear with a different type on 
different records or cases. Units and users may also appear with different 
participant types depending on the context. 

 

 

Each organisation decides which participant types to use in its F2 system. 
Participant types can only be created by an F2 administrator. This allows participant 
types to be defined to fit the specific procedures of an organisation. 

This user manual describes how to create participant types and assign them to 

external participants, users, and units on records and cases, respectively. 

For further information on using participant types with merging, see F2 Merge 
module – User manual. 

Note: On a record, only external participants can be assigned a participant type, 
whereas any unit, user, or external participant on a case can be assigned one. 
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Creating participant types 

Only users with the “Administrator” or “User administrator” roles are able to define 
participant types in F2. For more information on the administrator role, see F2 
Desktop – Administrator manual. 

To create a participant type, click Value list administration in the ribbon of the 
“Administrator” tab of the main window as shown below. 

 

Figure 1: The “Value list administration” menu item 

The “Value list administration” dialogue 
opens. Click Select a type to open a 
drop-down menu of available value 
lists. 

 

Figure 2: The “Value list administration” 
dialogue 

From here, select Participant types in 
the drop-down menu to open the list of 
existing participant types in the 
dialogue. 

 

Figure 3: Select “Participant types” in the 
drop-down menu 

Value list administration 
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A new participant type is created by 
right-clicking the Participant types 

header and then selecting Create.  

 

Figure 4: Create a new participant type 

Enter a name for the participant type 
and either click OK or press Enter to 
save it. Once created, a participant 
type cannot be deleted as it may be in 
use. At this point it may only be 
deactivated. 

The title of the participant type can be 
renamed after creation by right-clicking 
and selecting Rename. The type will 
then be highlighted in blue, and the 
new name is saved by clicking OK or 
pressing Enter. 

 

Figure 5: Name and save the new 
participant type 

 

 

 
 

Deactivating and activating participant types 

A participant type can be either active or inactive. All active types appear in the 

participant type list. On a record, an active participant type can only be assigned to 
external participants, which is further described in the section Assigning participant 
types to external participants of a record. On cases, an active participant type can 
be assigned to external participants, units, and users.  

Inactive participant types can be shown in the list of participant types, which can be 
accessed by clicking the Value list administration menu item on the 

Create new 

participant type 

Save the new 

participant type 

Note: Renaming a participant type affects all templates in which it is used as a 

merge field. These templates must therefore be updated with the renamed 
participant type.  
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“Administrator” tab and then selecting Participant types in the drop-down menu. 
Tick the Show inactive box to display inactive participant types in italics.  

When a participant type is deactivated it can no longer be assigned. However, 
external participants, units, and users who have been assigned the deactivated 
type on a case or a record will retain it, and all merging based on it remains 
functional.  

 

 

 

A participant type is deactivated by 
right-clicking on it and selecting 
Deactivate. 

 

 

Figure 6: Deactivate a participant type 

When a participant type is 
deactivated, its name is italicised as 

shown in the figure. This indicates 
that the participant type is now 
inactive. 

 

Figure 7: Inactive participant types are 
italicised 

Deactivate 
participant type 

Deactivated 

participant type 

Note: Active participant types can be deactivated, but they cannot be deleted 
as they may be in use by external participants, units, or users in the system.  
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To reactivate an inactive participant 
type, right-click it and select 

Activate.  

The participant type becomes active 
again and can be assigned to external 
participants, units, and users on a 
record or a case. 

 

Figure 8: Reactivate an inactive participant 
type 

Assigning participant types to external participants of a 

record 

External participants can be assigned a participant type from the record window. On 
the record ribbon, go to the “Show”, click Show all fields and then select 
Extended from the drop-down menu. This will display the “Record participants” 
metadata field from which external participants can be assigned participant types.  

 

 

To assign a participant type to an external participant, click Edit on the record 
window ribbon. Then right-click the external participant in the “Record parties” 

metadata field as shown below.  

 

Figure 9: The “Record participants” metadata field 

In the right-click menu, select Properties for [participant name] to open the 
“Properties for the participant [participant name]” dialogue.  

Activate participant type 

The record’s external participants 

Note: Participant types can only be assigned to external participants registered 

in F2’s participant register. 
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Select the participant type in this dialogue by clicking the drop-down arrow by 
“Participant type” to get a list of available participant types. 

 

Figure 10: Assigning a participant type to a record participant 

The participant types for external participants on a record are the same that can be 
assigned to any participants on a case. Select a participant type and click OK. 
Finally, save the record by clicking Save. Only when the record has been saved will 
the participant type be added to the external participant.  

When participant types have been assigned to all external participants on the 
record, they can be used for merging of data. For further information, see F2 Merge 

module – User manual. 

Assigning participant types to case participants 

Clicking  below the case metadata fields will reveal its extended 
metadata fields, including “Case participants”.  

Unlike records, it is possible on a case to assign participant types to both external 
participants from F2’s participant register as well as internal units and users. 

The “Party type” 
field 
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Figure 11: The “Case participants” metadata field 

To assign a participant type to a case participant, follow one of the procedures 
described in the following sections.  

Assign participant type from the case window 

To edit the case, click Edit and then Participant types in ribbon of the “Case” tab 
of the case window. 

 

Figure 12: The “Participant types” menu item 

Click Participant types again in the menu item’s drop-down menu to open the 
dialogue shown in the figure below. 

Case participants 

Switch to editing mode Participant types 
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Figure 13: Assign participant types 

Click the drop-down arrow in the “Participant type” column. A drop-down menu 
with predefined participant types opens, and a type can be assigned to the 
highlighted participant. 

Follow the same procedure until all participants have been assigned a participant 
type, and click OK. The participants will then have participant types that are saved 

when the case is saved. 

 

  

Assign participant type using the right-click menu 

External participants can also be assigned a participant type by right-clicking and 
selecting “Properties for [participant name]” from which the procedure is similar to 
that of a record. The right-click method is described below. 

Edit the case by clicking Edit. In the “Case participants” field, right-click an 
external participant. 

Note: It is only possible to assign a participant type to an internal unit or user 
via the “Participant types” dialogue in the case window ribbon as described 
above. 
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Figure 14: Right-click menu for external parties 

In the menu that opens, click Properties for [participant name]. 

A dialogue opens. Click the drop-down arrow in the “Participant type” field. A 
menu appears from which it is possible to select the same participant types as from 
the “Participant types” menu item. Select a type and click OK as demonstrated in 
the figure below. 

 

Figure 15: Assignment of a participant type to an external case participant 

The participant has now been assigned a participant type and the same procedure 

can be repeated for all external participants. As noted earlier, the assigned 

Switch to editing mode 

External participant 

Select participant 
type 



 

Page 13 of 14 

 

participant types are not saved until the case is saved. Finish by clicking Save in 
the ribbon of the “Case” tab. 

When external participants, units, and users on a case have been assigned 
participant types, these can be used for merging data. For more information 
regarding this, see F2 Merge module – User manual. 

 

  

Note: The participant type of external participants, units, and users may vary 
from case to case. For example, a participant may be a Lawyer on one case and 
a Case leader on another. 

 
A participant type only describes a participant’s connection with a record or a 
case. Assigning participant types has no effect on the participant in the F2 
participant register. 
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